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From Date of opening the office to 31-03-2010.

ANNEXURE-A

{Records to be Preserved Permanently)

Information to be given under Information Act-2005-under section 4(1)A For the Period

As per IGR Circular No.RGN 130/98-99, Dated : 14-3-2002.

S . S
Meth
NO|  DESCRIPTION ethod of Volume | From Date | To Date | Lo8¢ Rem
Preservation No. | arks
1 2 3 4 5 6 7 8
1 File of Departmental File Book No of files 03 22-11-1982 | 31-03-2020
circulars and orders
regarding Registration
matters.
|~ |File of Departmental File Book No of files 03 | 22-11-1982 | 31-03-2020
circulars and orders
regarding Stamp matters.
2:Key to Index Book Form No of Total 28-06-1972 |31-03-2020 -
-volumes 30 .
3|Register of Destruction of |Bound Book ‘No of books 02 | 23-01-1953 |31-03-2020
Records
4! Register of Documents Bound Beok No of books — 31-03-2020
destroyed
5|Register of stock of Bock Form No of bocks 02  21-07-1957 -31-03-2020
furniture’s and other
rtinl - | - "
6|Book 1 Volumes Book Form No of Total 05-03-1950 |31-03-2020
volumes 896
7| Book 2 Volumes Book Form No of Total’ 24-05-1950 |31-03-2020
volumes 01
8|Book 3 Velumes Book Form No of Total 03-04-1950 |31-03-2020 ]
, volumes 29
9|Bock 4Volumes Book Form No of Total D6-04-1950 | 31-03-2020
' volumes 10
| 10]Book 5 (with IndexjVolumes |Book Form Noof books | - © 31-03-2020]
| 11|Register of CD Preserved  Book Form No of CD's 419 | 30-10-2003 |31-03-2020
’ 31-03-2020,
12 Thumb Impression Register | Book Form Noof Total | 01-04-1950 |31-03-2020
‘volumes 600 ;
13| Additional Book — 1 File Book No of Total 03-11-1971 |31-03-2020
volumes 44
14 Additional Book — 2 File Book Noof Total |  —=-- 31-03-2020
ivolumes :
| "15/Additional Book — 4 " File Book No of Total 07-06-1963 |31-03-2020
volumes 02
" 16|Index -1 " |Book Form No of Total 04-04-1950 |31-03-2020
volumes 110 :
17|Index - II ' Bock Form "Noof Totat |  —- 31-03-2020 ]
volumes




18(Index - I ‘Bouk Form iNo of Total | 01-04-1950 |31-03-2020] '
i ‘volumes 04 ‘ ‘
| 9llndex -Tv. ~ 7 [BookForm '|_No of Total 06-11-1951 [31-03-2020, T
: volumes 03 |
[ 20'Index subsidiary ~ |BookForm  ~ |Na of books 60 | G1-07-1951 31-03-2020, N
| 27]Index to old register Books }-Boo'k Form | No of books I 31-03-2020| T
| | |
I
22|Reference books such a5 Book Form  No of Books 02 | 01°04-1950 |31-03 20201 | )
registration acts, stamps ‘ ‘
acts and manuals etc., ‘
| lvearwise _ - I —_ + ]
23| Ledger of detailed Book Form Noofbooks | - 31-03-2020
examination of Register | :
Books
| 24|Register of records Book Form Temporary | G1-04-1970 |31-03 20261 T ——
‘ Register 02
{Booh Form [Permanent ' ’ 22-05-1989 |31-03-2020, ‘
| |Register 02 !
| 25!Register of récords sent to | File Form i of File 01 | 12-05-1995 | 31-03-20201
courts and cther offices
[ 26 Register of reproduced Book Farm  |No of books T — " [si032020 )
entries of fading foat notes i
| 27iRegister of sanctioned ﬁBKFnE T "Eﬁf books -—  |31-03-2020 ‘F T
establishment of each : ' |
officers
" 28[Registration of stock of  |Book Form  |No of bauks 01 22-05-1989 '31-03-2020 T
books and publications
| 29|Registration of valuable  |Book Form No of books |  —— 31032020 ~ |
records
| 30|Register of shawing the  |Book Form  |No ol books 31-03-2020 R
particulars of books
partially recopied.
" 31/Register of wills and " |Book Form Naof books | 31-03-2020(
unopened covers containing
wills received by post
[ 31-03-2020
32 [Registers of wills and sealed . Boolt Form No of baoks 31-03-2020 ST
-COVETrsS
33| Vacancy Register Book Form No of books -—-- 31-03-2020 )
| 34|Sealed covers(District In a box secured | No of books 31-03-2020
iRegistrar Office) in the safe
35|Taluk Maps Folded No of bocks 01 01-04-1950 (31-03-2020
Unmounted .
36 Register of firms Book Form No of books - £ 31-03-2020 .
maintained under sec 58 of | i

IP Act 1930




37, Indexes to names of Firms  |Book Form |No of Total \ - \31-03—2020‘
i ivolumes I 4‘
38| All Registers and the “'File Book and ‘%n?"nﬁ _‘ 01-04-2005 131-032020]
Indexes maintained by the ‘Book Form volumes 09 ‘ ! ‘
|Registrar under Hindu . ‘ ‘
Marriage Act 1955 | | |
39|All Registers and Marriage |Bound Book N of Total | WOHOS_FSE-M"_ B
Certificate Book and volumes Q1 ‘ ‘
Indexes mentioned by the ! ‘ ‘
Registrar under Special i ‘
Marriage Act 1954 ‘ ‘
40|File of Appeal orders and File Book 430 of files <L T Jﬁoﬁmﬂ_» T
Judgement and Orders of yearwise(should ‘ ‘
court |be prepared
1 Fite of Comesomdorce — |poz —0 . —seperately) _ j_ | |
41 File of Correspondence File Jocket No of files ‘ -—- 31-03-2020
relating to creation: of new  :Trilateral index ‘yearwise(should
offices, alteration of files be prepared
[jurisdications of offices etc., ! seperately)
| 42|File of correspondence ‘File Jacket "~ Nooffiles | —. 31032029
relating to clarification Trilateral index yearwise(should
issued under Registration |files be prepared
Act Stamp Act and Rules seperately)
there under and other allied
Acts bearing the subject (If
there are not rescinded) ‘
| 43'File of correspondenice | File Jocket No of files - 31-03-2020
relating to creation and Trilateral index  |yearwise{should
Transfer of Posts files be prepared
seperately)
| 44|File of corresspondence File Jocket No of files 01-04-2011 |31-03-2020
relating to order of District 'Trilateral index yearwise(should
Registrar sanctioning files be prepared
recopying or repaired seperately] 01
damaged books and indexes
45|File of Translations File Book No of Total mau- 31-03-2020
volumes / Book
| 46| Gradation Tist of All Cadres |File Jocket No of files 31-03-2020
Trilateral index yearwise 01
files
47, List of Records transferred |File Book No of Total mee 31-03-2020;
from one office to another volumes / Book
and acknowledgements
there for
| |




48[Loose sheets containing ‘In a cover under - — 131-03-2020
entries in Register Volume |[the seal and
recopied signature of
registering officer
‘a slip pasted on
the cover to show
its contents
49|Supplement to books (part 1 File Books I part -1 Vol .03 | 01-04-2008 {31-03-2020
te V)
50|File relating to Registration |File Jocket No of files - 31-03-2020
of firms and shanges of yearwise( should
constitution there on under be prepared
LP.Act 1935 seperately)
iTrilateral index 31-03-2020
files
51|Market Value Notifications :File Jocket No of files 01-04-1982 ;31-03-2020
Trilateral index yearwise( should
files be prepared
separately 01
52| Market Value files before | File Jocket No of files - |31-03-2020
Commencement of CVC Trilateral index vearwise( should
files be prepared
separately
\ \

RO



ANNEXURE-B

{ To be Preserved for Thirty years })

SL - 1 'f - | ]
NO DESCRIPTION ethod o Volume ' From Date | To Date |P2E®|Rem
Preservation No |arks
1 2 3 4 5 6 7 8
1|Acquaintance Roll for pay |Bound Book No of books 06 | 01-04-1990 |3 1-03-2020
and other allowances {To be
preserved for 40 years)
" 2'Administration Report of  |File Jocket Noof files |  —--- 31-03-2020
the Department Trilateral index yearwise( List
files ishould be
prepared
seperately)
" 3[Assests and liabilitics File Jocket Nooffiles |  —- 31-03-2020
statement of Government |Trilateral index yearwise{ should
Servants files be prepared
seperately)
4'Cash Book Bound Bocok 1 No of books/ 01-04-1990 |31-03-2020
‘volumes 06
| 5!Commission orders with File Book No of books/ | = —-- 31-03-2020
interrogatories volumes
6' Confidential Reports(two File Book No of books/ | - 31-03-2020 o
years after death five years volumes
from the date of retirement
or removal, dismissal from
services)
7 Daily Register Bound Book No of books/ 01-04-1990 |31-03-2020 o
yolumes 10
| 8|File of correspo'ndenoe File Jocket _No'of files | - 31-03-2020
relating to appointments,  Trilateral index yearwise( should
promotions and files be prepared
confirmations seperately}
9/ File of corrcspondcnce File Jocket _Nb of files ! = -—-- 31-03-2020
relating to disciplinary Trilateral index yearwise( should
proceedings files be prepared
_ _ _ _ seperately)
10|File of correspondence File Jocket No of files |  --—-- 31-03-2020
relating to family pension  |Trilateral index yearwise{ should
cases files be prepared
' seperately]




11|File of correspondence File Jocket Nooffiles |  woees 31-03-2020
relating to Writ cases on Trilateral index yearwise( should
service matters files be prepared
‘seperately)
12|File of power of attorney File Book If more than 5 01-04-1990 |31-03-2020
volurne (should
be prepared
separately 01
13|Minute Book 'Bound Book No of hooks/ 01-04-1990 ;31-03-2020
volumes 02
| 14|File of relating to HBA , File Jocket Noof files | 31-03-2020
HPA,, etc., Trilateral index yearwise( should
files be prepared
seperately}
15 Proceeding sheets( vide sec |Bound Book No of books/ ! = - 131-03-2020
72 8 73) with the following volumes
papers:
A) Original pefitions - 317032020
|B) The SR Reasonsfor - . 31-03-2020
refusal
¢) Enquiry $Sheet | | [ 31-03-2020
D) Orignaldocumentser . . o7 "31-03-2020
copies there of
16| Personal file Bound Book " |No of books/ 31-03-2020
volumes/ FILES
| 17|Records connected with Bound Book No of books/ @ ——- 31-03-2020
enquiry under rule 76 ' ‘volumes :
18 Registér of Appeals .Book Form No of books | - 31-03-2020 !
volumes !
| 19| Register of pawer of Bound Book No of backs/ 01-04-1990 |31-03-2020
Attorney volumes 01
20|Register of revocation of Bound Book' No of boeks/  :  ----- 31-03-2020
power of attorney ‘volumes
" 21 Register of visits and Bound Book No of books/ 01-04-1990 | 31-03-2020
commissions volumes 0L
22 |Service Register of Bound Book No of books/ j— 31-03-2020
Government servant who volumes
retires/dies while in service
23 |Register of deficit fee and Book Form .No of books/ - 01-04-1980 131-03-2020

stamp duty D’ Register

,volumes 01




ANNEXURE-C

SL |

{ To be Preserved for Ten years )

Method of

! Page | Rem
DESCRIPTION 1
10 Preservation Volume From Date | To Date No. | arks
1 2 3 4 5 6 7 B
1|Accounts of transfer duty | Book Form No of books/ 01-04-2010 |31-03-2020
li.e., surcharge volumes 05 :
[ 2|Receipt Book , Counter file |Book Form |No of books/ 01-04-2010 |31-03-2020
Receipt Book volumes 1063
to 1720 :
3| Office order Book iBook Form No of books/ 01-04-2010 | 31-03-2020
volumes 02 :
| 4.Register of applications for |Book From No of books/ 01-04-2010 |31-03-2020
copies, searches and volumes 10
inspections
5|Register of personnel and  'Book Form “No of books V2 — 31-03-2020!
other advances volumes
6 :Register of Refunds | Book Form No of Boaks;’ ------ 31-03-2020 1
: volumes 01
7|Treasury Challans File Jacket No of files ' 01-04-2010 '31-03-2020
‘yearwise{ should
“be prepared
seperately) 40
8 Treasury remittance Book |Book Form No of books/ 01-04-2010 |31-03-2020!
volumes 15 i
9|Exemption U/s 88(1) |Year wise Bundle |  ---e- 31-03-2020
10|Accounts of Documents set |Book Form No of books/ | - 31-03-2020
by post velumes
11|Call Book Bock Form No of books/ | —--e- :31-03-2020|
‘volumes 01 ;
" 12|Case Registter ‘Book Form ‘No of books/ | = -—a-m- I31-03-2020
volumes :
13.Declarations filed under  |File Book Noof iles | - 31-03-2020
Karnataka Vacant Lands in yearwise{ should
Urban areas(prohibition of be prepared
alienationjAct 1971 seperately

T




14|File of Correspondence File Jocket [No of files T es— 731-03 2020
relating to adminstration | Trilateral index yearwise{ should.
Reports files he prepared
seperately
15 File of correspondence File Jocket Nooffiles |  ---ov 31-03-2020
relating to amendments to  |Trilateral index yearwise( should
stamp act and Registration files be prepared
Act ete,, .seperately
16 File of Correspondence File .Jocket Nooffiles | - 31-03-2020
irelating to BPA Trilateral index yearwise( should
files be prepared
seperately
17|File of correspondence File Jocket .No of files e ;1 31-03-2020
relating to condonation of | Trilateral index yearwise( should
claims of arrears of pay etc |files be prepared
seperately
18'File of correspondence File Jocket Nooffiles | —— 31-03-2020
relating to date of birth Trilateral index yearwise( should
files be prepared
' seperately :
19|File of correspondence File Jocket No of files R — 31-03-2020 N
relating to fixation of pay  |Trilateral index yearwise{ should
and sanction of allocation  |files be prepared
statements seperately
20| File of correspondence File Jocket Noof files | = - 31-03-2020
relating to gradation list Trilateral index yearwise( should
files be prepared
seperately
21|File of correspondence File Jocket ‘Noof files = wooem- 31-03-2020
relating to instruments Trilateral index yearwise( should i
certified under Sec 31, 32  [files be prepared
and 41 of Indian Stamp Act separately
:and KSA 1957
22:File of correspondence File Jocket Nooffiles | - 31-03-2020
‘relating to MCA Trilateral index yearwise( should
files be prepared
separately
- 23|File of correspondence File Jocket ‘Noof filess - :31-03-2020
relating to objection memos |Trilateral index  :vearwise( should ;
received from the Account  |files be prepared
‘General separately
|
I




24 File of correspondence IFile Jocket No of files | —————— 131-03-2020
relating to remission of Trilateral index  !yearwise{ should .
institution fee in papers files be prepared
suits and remission of C.F seperately
- 25|File of correspondence File Jocket Nooffiles |  -—- - [31-03-2020 :
irelating to sanction of Trilateral index yearwise( should :
Increment files be prepared
seperately 01
26|File of correspondence | File Jocket Nooffiles =~ | -—— 31-03-2020
relating to sanction of Trilateral index yearwise( should '
refunds ' files be prepared
separately
[ 27/|File of correspondence File Jocket ~ {No of files . JE— |31-03-2020
relating to write off of stamp |Trilateral index vearwise{ should
duty and registration fee files be prepared
: seperately
~ 28|Pay Bill{ not containing File Jocket Noof files | 131-03-2020
iacquaintance) Trilateral index yearwise({ should
files be prepared
seperately
29 Register of case | Book Form No of books/ 31-03-2020
histories(personnel , volumes
Register)
30|Register of feesand ~ |Book Form  |Noof books] | - 31-03-2020
deposits for copies, volumes 10
searches and inspections
| 31|Special Register ‘Book Form Noof books/ | -  [31-03-2020
volumes
32|Counterfiles of receipt book |Book Form |No of books/ |  ——— 31-03-2020
:and challans under Hindu volumes
-and Special Marriage Act,

g o, e
- T




ANNEXURE-D

( To be Preserved for Five years )

3 Method of
No  DESCRIPTION ethoc o Volume | From Date | To Date |'o5¢ Rem
Preservation No |arks
1 2 3 4 5 6 7 8
| 1Tadditional D.A Account Book Form Noof books/ | - 31-03-2020
Ledger volumes 01
2|Any other papers not File Jocket Nooffiles ;| - 31-03-2020
specially provided for under |Trilateral index yearwise( should
any of the categories files be prepared
‘separately
3|Budget statements File Jocket No of files 01-04-2015 | 31-03-2020
‘Trilateral index - vearwise( should
files be prepared
separately 05
| 4|Bill Register Book Form No of books/ | - 31-03-2020!
volumes/Files
| 5| Binding Estimates File Jocket No of files [ 31-03-2020
iTrilateral index yearwise( should
files be prepared
separately
6 |Consolidates statements of |File Jocket No of files - 31-03-2020
transfer duty Trilateral index yearwise( should
files be prepared
seperately
[ 7' Contingent bill File Jocket No of files 01-04-2015 |31-03-2020
Trilateral index  'yearwise{ should
files be prepared
i separately 01
| & Daily accounts of Book Form No of books/ 01-04-2015 | 31-03-2020 o
documents volumes 03
|~ 9|Despatch Register Baok Form No of boaks/ 01-04-2015 |31-03-2020 ]
volumes 06
10| Detailed Budget estimates |File Jocket No of files 01-04-2015 |31-03-2020
of an office and 'Trilateral index yearwise( should :
correspondence there to files be prepared |
separately O1 ‘




11;Fair copy Register Book Form No of books/ |  ----- 31-03-2020
volumes
12|File of applicatioris for _File Book |Ne of books/ ¢ -—-- 131-03-2020
ceopies of misc records : -volumes/Files
13|File of applications for File Book Noofbooks/ | —— "31-03-2020
general searches ‘volumes/Files :
" 14/|File of applications for " |File Book No of books/ 01-04-2015 |31-03-2020
private attendance volumes/Files
, 02
15| File of applications for File Book No of books/ 01-04-2015 |31-03-2020 T
single searches and copies volumes/ Files
01
. .. - . -]
16|File of applications under |File Book .No of books/ | = -—--- 1 31-03-2020
Sec.41 of KSA 1957 ivolumes/Files
17 File of applications for File Book No of books F N 31-03-2020;
.withdrawal of sealed covers volumes/Files :
18! File of Correspondence and |File Jocket Nooffiles |  ----- 31-03-2020
registers etc., connected iTrilateral index yearwise( should
with recruitment committee éﬁles be prepared
i seperately
19|File of Correspondence File Jocket No of files | -~ :31—03—2020 N
relating to FDA Trilateral index yearwise( should :
files -be prepared '
i .seperately
20 File of Correspondence File Jocket No of files |  --m-- 31-03-2020,
‘relating to civil list ‘Trilateral index yearwise({ should :
: files be prepared
seperately
21|File of Correspondence File Jocket No of files |  ~e- 31-03-2020
relating to constructions Trilateral index yearwise( should
improvements of building  files be prepared
ete., : separately
22|File of Correspondence File Jocket No of files |  -—- 31-03-2020
relating to F.A, .Trilateral index yearwise( should
files be prepared
seperately ;

arg?
'?:\f S

o way,



equipments.

File of Correspondence IFile Jocket [No of files 31-03-2020°
relating to GPF final “Trilateral index  yearwise( should’ :
|withdrawal files be prepared
seperately
File of Correspondence File Jocket No of files 31-03-2020!
relating to GPF partial final |Trilateral index  iyearwise( should
withdrawal files be prepared
seperately 01
File of Correspondence File Jocket No of files 31-03-2020
relating to GPF temperary |Trilateral index yearwise{ should
advance files be prepared
seperately
. . . |
File of Correspondence File Jocket No of files 31-03-2020: ;
relating to reimbrusement |Trilateral index vearwise{ should- !
of Medical charges files be prepared '
' separately
File of Correspondence File Jocket No of files 31-03-2020
relating to revision of rents “Trilateral index iyearwise( should :
: files be prepared
seperately
File of Correspondence of |File Jocket ‘No of files 31-03-2020
routine nature Trilateral index  |yearwise( should
files be prepared
iseperately
File of Correspondence File Jocket :No of files -31-03-2020
regarding sub-vouchers ‘Trilateral index yearwise( should
sent to audit office files be prepared
‘seperately
File of Correspondence File Jocket No of files 31-03-2020
relating to supply of books, |Trilateral index yearwise( should
forms etc., files be prepared
seperately
1 File of Correspondence File Jocket No of files 31-03-2020!
relating to supply of Trilateral index yearwise( should
furniture, bocks free files be prepared
clothing and all other office separately 01




32]File of Correspondence jFile Jocket
relating to temporary posts Trilateral index

files

| |
: l
"33'Fiie of Correspondence |File Jocker
‘relar.ing to transfers Trilateral index
| files

| 34[File of Correspondence [File jocker

‘rclating to transfer duty

Trilateral index
files

| ﬁ;

File of declarations filed  |File Bogk  —
under Karnataka Land ‘
‘rcforms Acts |

‘KGID

| 37[File of Correspondence with |File Jacket
P3C regarding |Trilateral index
appoititments ‘ files

|
I
‘Fi]e of Correspondence with | File Jocket
Ispp ‘

Trilateral index
files

|38

Trilateral index
| | files
" 39|Form 37 Gincome of value

ﬁle_BoE
"Iess than Rs.10,000/- !

[ 40"@61-_511'12?%{1? Register _f'Boiund_FcEn |

41 \indent for supply &f | File Jocker
|stationary articles, Trilateral index
firancial forms, dept books files

and sales etc,,

- ‘Ea offiles

- 36[File of Correspondence with |File Jocket ~

—

|No of files

be prepared
jse perately

" [Nooffiles T
yearwise{ should

‘ be prepared
| seperately

be prepared
‘ seperately

|
" [No of booksy
| volumes/Files

be prepared
seperately

Noof files

!yearwise( should

be prepared
| seperately

‘ be prepared
'seperately

No of books/
|volumes {Files

ivolurnes/ Files

“TNoof fies

iyearwise( should

|be prepared
‘ separately 01

|yearwise( should

[ =T |3tz
yearwise{ should { ’ T

iNoof files
yearwise( should

Noof files
‘yearwisc( should

TNoofbooks) T

| 31-03-2020 |

----- | aT-os_-thze‘ '
|

|
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iNo of files

|yearwise( should
be prepared :
| seperately ‘

42[Intimation of collection of  |File Jocket
transfer duty Trilateral index
files
43 ‘ Karnataka Gazette { part! Book Form
and important Act and
regulations relating to the

‘depa:tment to be sorted out‘
‘ancl retained for 30 years |

K 4?’1&;@ accounts of non-

No of books/
volumes/Files !
‘04 ‘

| |
R R
No of books/
'volumes/Files
‘01 ‘ ‘

B 45‘[,1@1;3( issue register

E’\@ delieverly book Eak Form

| Registration ‘

| ~ Book Form
‘gazettccl government ‘
‘servants ‘

"‘Book Form

No of books/ ‘
valumes /Files

01-04-20153 ‘31 -03- 2020\
o1 ‘ |

—| oot booksT 01042015 |30 202#
volumes/Files ‘ ‘ ‘

‘ ‘ o1

47 Memo forwarding and ]'F%Book #No of books/ ‘— ————— ‘31 03-20 QFL
|acknoledgeing declarations ‘volumes;’ Files ‘ ‘ ‘
‘undcr land reforms Act. ‘ | ‘ ‘
| | | | | |

48‘Notes of Inspections sand ‘File-Bai o _#Noﬁ'b'cm—ks;’—- thZP—QO—lS 1?1"-03_—202—0 -
Andit t 1 JFil ' ‘
‘ ndit reports | !\};?1:1;155 iles “ ‘ ‘
| ]

i '@LOFce copies of LBC |File Jocket [No of books/ ‘ 01-04-2015 3 ~03- Qoﬁ
! Trilateral index  |velumes/Files ! ‘
| files 01 | |

- 56l order book of contengent T A e EI S
‘ charges ‘ ‘ volumes/Files ‘ ‘ ‘

51 Petitions: — — fFileBook Aeorvaoksy T OL
‘ ‘ | volumes/Files | ‘
‘I For issue of summons otheA' - __! }_‘——: ' 31-03-2020 |
than those in appeal and ‘ ‘ ‘
‘orlgma.l of such summons | ‘ ‘ .

| | | |

% ™ For certificates | | T [31-03 2020/
lunder Sec 16 of the Stamp | ‘ ‘
Aot | | | ‘ '
7T ™ Regarding other Teimons | - — — —sroim
‘matters connected with ‘ ‘

T
Jr _|
b
|

i
‘\
e




52|Record issue Register 'Book Form No of books/ . ----- | 31-03-2020
volumes/Files
53 Record receipt Register Book Form No of books/ 01-04-2015 |31-03-2020
volumes/Files :
54'Register of contents of Book Form No of books/ 01-04-2015 |31-03-2020
records Receptacles volumes/Files
55| Register of contingent ~ Book Form No of books/ 01-04-2015 |31-03-2020
expenditure volumes/Files
01
56|Register of documents .Book Form No of books/ 01-04-2015 |31-03-2020
‘adjudicated volumes/Files
0l
57| Register of impounded ‘Book Form No of books/ 01-04-2015 ,31-03-2020
‘documents volumes/Files
01
58| Register of examinations of Book Form |No of books/ | = ----- 31-03-2020
:records with records volumes/Files
receptacles _
59| Register of increment Book Form ‘No of books/ = - T31-03-2020
certificated( office copies) velumes/Files
60|Register of reference under |Book Form No of books/ | - 31-03-2020
sec 45 A of KSA 1957 volumes/Files
01
61|Registering of Traveling Book Form No of books/ | =—--- 31-03-2020
allowance and process fees volumes/ Files :
01
62 |Register of trunk call Book Form No of books/ |  ----- 31-03-2020
volurmnes/Files
63 [Register of unclaimed "|Book Form No of books/ | == 31-03-2020
documents volumes/Files
01
64 Register of undisbursed pay |Book Form No of books/ | - 31-03-2020!
volumes/Files
65| Register of unserviceable | Book Form INo of books/ | @ —-- 31-03-2020!
articles volumes/Files
[~ 66| Register showing recoveries |Book Form No of books/ R 31-03-2020
:made from the salaries of volumes/Files
members of co-op societies
" 67|Register showing the stock Book Form No of books/ ;= 31-03-2020
of service books volumes/Files
01




68| Register relating to sealed  Book Form No of books/ | - 31-03-2020 |
bags containing keys volumes/Files | i )
69|Reports of private File Jocket 01-04-2015 | 31-03-2020 '
attendence
[ 70| Service book of Government ‘Book Form No of Ibc:oks;' ----- 31-03-2020 N
servants who has been refer; volumes/Files
or removal of dismissed
71|Service bock of a Bock Form No of books/ = —--- 31-03-2020 b
Government servant who volumes/ Files
‘has resigned {five years
‘from the resignation) ‘
| 72 ‘Special register |Book Form "No of hooks/ | - 31-03-2020 B
volumes/Files
73|Special or misused sent by |File Jocket No of flles . —- 31-03-2020 ]
the D.C. to the [GR under  |Trilateral index yearwise( should
rule 17 of K.S.R.1958 files be prepared
seperately
74|Stamp Register Book Formm Noof booles/ | 01-04-2015 |31-03-2020 |
valumes/Files
01
|75 Statement of monthly File Jocket No of files Ta1-03-2020
progressive expenditure 'Trilateral index  jyearwise( should ;
and correspondence |ﬁlcs he prepared ‘
relating to discrepancy in \separately j ‘
figure ‘ ‘
R | | .
76! Statement of monthly File Jocket No of files | 31-03-2020
progressive receipts and Trilateral index yearwise{ should
correspondence relating to files be prepared
discrepancy in figure ‘ separately ‘
" 77| Stock account of stationary |Book Form [No of books/ ﬁomsl?mﬁ}ﬁar + N
volumes/Files |
101 ‘ ‘
78/Sub-Vouchess not sent to | File Jocket |Nooffiles ——. |31-03-2020/ |
audit office Trilateral index yearwise{ should |
‘files ibe prepared i
S S — - Jie_uwelb [P S [ ‘_
79 ‘Traveling allowances Bill Book Form No of books/ | = - 31-03—2020} |
i ‘volumes/ Files ‘ ‘




80 |Treasury schedules received|Loose sheets | [ - 31-03-2020
{frem District treasures stiched into the
books at the close
of the years(dist
wise, SRO wise)
81|File of certificates of 1File Jocket Ne of files 01-04-2015 |31-03-2020
encumbrance(office copy 5 Trilateral index vearwise( should
years or inspection files be prepared
whichever is later) ‘seperately 01
82|LT.C.C. Ufs 230 A of File Jocket ‘No of files 31-03-2020
Income tax Act (5 years or  |Trilateral index yearwise( should
deptal Inspecticn whichever |files be prepared
is later) iseperately
i
83|Affidavits fited under File Jocket No of files 31-03-2020.
prevention of fragmantaion |Trilateral index  yearwise{ should ;
and consolidation holds Act |(files be prepared
1966 seperately
| 84|Pahani, Affidavit, File Jocket No of files 31-03-2020
Agriculture labourer Trilateral index yearwise( should
Certificate Mutation Extract |files be prepared
‘Municipal/ Corporation seperately
Khatha extract form No.19
18 v.p. Form 9 & 10 form I
and all other records
produced at the time of
Registration(d years or
Inspection whichever ig
later) calculation sheet
85| Application filed U/s 26 File Jocket No of files 31-03-2020
and 27 of the Urban Land |Trilateral index yearwise( should
(cleaning and regulation Act |files be prepared
1976 and Endorsement seperately
issued (5 years or
Inspection whichever is
later)
86|Application for deed writers File Jocket No of files | -—-- 31-03-2020
license/ Form A and iTrilateral index yearwise( should
Renewal Form B files be prepared
seperately




87|Form I calculation sheets | 1 31-03-2020]
(land endorsements '
regarding market value)
U/s 45 A of KSA, 5 years or .
dephal inspection
whichever is later

88|D/C certificates (5 years or S 131-03-2020
deptal inspection whichever :
-is later.

89 Closed files relating U/s  File Jocket No of files | - 31-03-2020
45A & 464 of K.S.A Irilateral index yearwise( should
1957(5years or dept. Hiles Ibe prepared
inspection whichever is i seperately
‘later)




( To be Preserved for On

ANNEXURE-E

e years )

- - T _ | —
SL | | Method of . Page |Remar
NO. DESCRIPTION ' Preservation Volume From Date Till Date No ks

1 2 : 3 4 5 _ [ 7 8
| I]All papers received for ~ [File Jocket (Nooffiles | .= T [31°03-2020 T
iinformation for which no  |Trilateral index yearwise( should
action is necessary ‘ﬁlcs be prepared
! seperately
| 2|Applications for casual | File Jocket ~ Nooffiles 1 01-01-2019 {31-032020] |
leave ITrilateral index yearwise{ should
files be prepared
separately 01
| 3|Applications for leave & . File Jocket INooffiles  ~ [ 01-01-3010 '31-032020]
Transfer Trilateral index yearwise({ should
files be prepared
separateiy 01
| 4jAttendence Register  'Book Form ~ |No of books/ 01-01-2019 '31-03-2020] | '
volumes 02
| 5|[Certificates of transfer of |File Jocket  No of files. 01-01-2019 |31-03-2020
charge and reports of Trilateral index yearwise( should
joining and relief ;ﬁles be prepared
: separately
6|Copies of Bills received from File Jocket Noof files | 131-03-2020
Nasiksent to 8.0.S. [Trilateral index yearwise( should
i files be prepared
‘seperately
| 7|Dead stock Register ‘Book Form No of books/ 01-01-2019 [31-03-2020
) volumes/ 01
8|Dairies of Inspector of File Jocket Nooffiles |  ——-- 31-03-2020
‘Registration Trilateral index yearwise( should
lfiles be prepared
seperately
| 9/Diaries of Clearks File Jocket Nooffiles | 31-03-2020 o
Trilateral index yearwise( should
files be prepared
seperately 01
I




10!‘ Fair copy Register ‘Book Form
' IT'»File of correspondence ‘File Jocket
‘relating to applications Trilateral index
Irequesting inform etc., ifiles
relating to stamp and ‘
|registration matters from |
qubllc |
12File of corrcspondence —]ﬁle Jocket
relating to grant of copies | Trilateral index
files

‘inspecﬁons of records
relating to Registration of ‘

Firms and Societies.

[File of currespondence . %ﬂe Jocket
irelating to monthly arrears |Trllatera_1 index
st ‘ﬁles

- 14 ‘ 4File of correspondencc
relating to interpretations

Fllc Jocket
iTrilateral index

files
_15‘F‘ilgf intermediate File Jocket
|correspondence relating to Trilateral index
‘Registation of firms change ‘ﬂles
' of constitution ‘
i '#ﬁﬁomfgpondence ~ |File Jocket
|relat1ng to weekly arrears | Trilateral index
Jlist

|ﬁles

17|Inv01ces{c0unter foils with ‘Bookﬁ)rm_

acknoledgements retained |
|1n the officer of issue)

ﬁﬁﬁﬁ;_—‘m%
|
N N
‘Book Form

79]?%{1@ Register
20 ‘ Periodicals received from 'Book Form
subordinate offices ‘

- 1|postal receipts and File Book

acknoledgements

— TNooffiles

" 'No -of_boo_ks}’_

"~ No of books/

| No of books/

] ______

| 31-03-2020!

volumes L 4‘ ‘

T Nooffiles | - 3103-2020]

!_ yearwise{ should ‘ ‘ |

[be prepared ‘

separately 01 ‘ ‘ ‘

| | |
‘ﬂM@f“:fﬁam#—

‘ycarwise[ should .
be prepared ‘ ‘
‘ seperately ‘

No of files
|ycarwme( should ‘
‘bc prepared ‘ ‘
'separately ! !
| |

ﬁ of files |
‘yearmse( should ‘ ‘
‘be prepared
seperately J
| 1 e
‘yearw1se[ should | ‘ ______ ‘ ‘

be prepared
‘ seperately | ‘

\ |
No of files &‘ ------ 31-03-2020 ‘_

ycarwme( should
be prepared ‘ |
| iseperately ‘ ‘ ‘

| volumes/Files | | ‘

‘volumes/Files ‘

Nﬁﬁa__:fﬁ@MW_r_
| volumes/Files ‘ l ‘ ‘
—ﬁmmTLT:4ﬁ@m—ﬁ_'
! volumes/Files ‘ ‘ - ‘
— "Noofbooks/ | - - —

Ivolumes/ Files
i

|
—%mmﬁ_‘
|




22'Register of allotments Book Form No of books/ | - 31-03-2020 |
; volumes/ Files :
23 Regisi_:cr of casual leave and | Book Form ‘No of books/ | --=--- 31-03-2020
examination leave volumes/Files
24| Register of receipts and Book Ferm No of books/ |  --—-- 31-03-2020
.disposal of copies and volumes/Files
memoranda(sec 64-67)
' 25|Register showing the iBook Form No of books/ 01-01-2019 |31-03-2020
‘acknoledgement of volumes/Files
Regd_Post received 01
[ 26|Summons and other File Book No of books/ | 01-01-2019 31-03-2020
correspondence regarding volumes/Files
production of records 101
" 27|Tour Programme File Jocket |No of files 01-01-2019 |31-03-2020
Trilateral index yearwise( should
files be prepared
seperately 01
28| Work statement relating to |File Jocket | Mo of files 01-01-2019 |31-03-2020
‘Sub-Registry offices Trilateral index yearwise( should
files ‘be prepared
iseparately 01




